SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/07/14 CLCSI NG DATE: 01/16/14 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC | | SCDC POSI TI ON #: 015805

HOURS/ VEEKLY: 040. 00 SHI FT SCHEDULE: 01 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  ALLENDALE CORRECTI ONAL | NSTI TUTI ON, FAI RFAX (ALLENDALE) LEVEL 2

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE $ 021063 - $ 038975 SPECI AL | NCENTI VE: NO
LEVEL: A SALARY RANGE $ 021063 - $ 033360 SCEIS POSITION #: 61020298

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A H GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY BE SUBSTI TUTED FOR A
H GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:

TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE EXPERI ENCE | N USE
OF CRT AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

SEARCHES | NCOM NG MAI L AND OUTGO NG MAI L. PICKS UP | NCOM NG MAI L

FROM THE US POST OFFI CE DAILY. DELIVERS | NVATE MAIL TO HOUSI NG UNI TS.
PROCESSES ALL | TEMS FOUND AND COVPLETES APPROPRI ATE DOCUMENTATI ON.
DOCUMENTS LEGAL MAIL BY COVPLETI NG LEGAL MAIL LOG SHEET. MAI NTAI NS
RECORDS OF ALL MONEY AND GOVERNMENT CHECKS RECEI VED AND PAI D THROUGH
EH COOPER ACCOUNTS. COORDI NATES ACTI VI TI ES OF | NVATE COOPER TRUST FUND
BETWEEN THE | NVATES AND FI SCAL OFFI CE.

COMVENTS:

MUST SATI SFACTORI LY COVPLETE SCDC BASI C TRAI NI NG
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